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FOREWORD

The election campaign is the central act in American representative govern
ment. It is the single period of time in each biennium during which the citizen learns
about candidates, programs and philosophies of government. He may then make a
choice, based upon information and persuasion, of those who will manage his govern
mental affairs until the next election. Despite its imperfections, the American election
represents man’s best effort so far at determining what kind of government he wants.
This handbook is intended to contribute to the development of better political
campaigns, in the belief that they strengthen the republic. While it has been prepared
specifically for use in state, county and local campaigns, rather than in those for federal
office, much of the material is applicable to a political campaign for office at any level
of government.
By virtue of his training and his profession, the certified public accountant
can occupy a unique role in the democratic process. As a volunteer citizen or in his
professional capacity, he may advise the campaign or actually be its treasurer or audit
the treasurer’s accounts.
The handbook is based on material compiled by the Florida Institute of
Certified Public Accountants for use by campaign treasurers operating under the statutes
of Florida. The committee on state legislation acknowledges with great appreciation
this prior work.
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INTRODUCTION

Elections are conducted under laws and traditions which vary widely from
state to state. Each state has its own reporting requirements and custom sometimes has
a profound impact on the way financial affairs of campaigns are conducted. This hand
book is necessarily general in nature and the reader should study individual state statutes
and discuss them with a campaign’s legal counsel before undertaking an assignment as
treasurer of a political campaign. Custom and tradition may be learned from the candi
date and from those who have experience from earlier campaigns.
The handbook is a guide to planning and implementing the treasurers function.
The suggested forms are believed adequate to provide for efficient and economical work,
compliance with generally accepted accounting principles and sufficient data for prepara
tion of reports; but it is not expected that the forms will in all cases provide complete
data necessary for all campaign management decisions. The forms will need modifica
tion to meet the needs of each campaign.
The basic duties of a campaign treasurer are relatively simple to perform.
They consist primarily of accounting for all contributions to and expenditures from
the campaign fund and preparation of the proper forms for reporting purposes. The job
can be organized so that it will take a minimum of the treasurer’s time and yet not
require the candidate to concern himself with the details of this important phase of the
campaign. The primary job of the candidate is to get elected; if he has to worry about
accounting for funds received and disbursed, he will not be as effective a campaigner.
This handbook should help the campaign treasurer accomplish his job more
effectively and thus help to get the candidate elected.
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GENERAL INFORMATION

1. A candidate, upon or before qualifying as a candidate should:
a. appoint a campaign treasurer;
b. designate a campaign depository.
2. The candidate may have to file the name and address of each with the officer before
whom he is required to qualify.
3. Different states require candidates for different offices to qualify with a certain state
official or office. A person may announce that he will be a candidate at any time he
desires; legal filing dates vary, however. Methods vary, too: in some states a simple
form is used, in others a petition must be filed. The qualification place should be
known by campaign treasurers.
4. The candidate may often designate himself or any other elector as his campaign
treasurer. Where he must list a bank, he usually may designate any bank lawfully
operating within the state as his campaign depository.
5. Campaign treasurers may appoint deputy treasurers and in some states, may designate
not more than one depository in each county in which a campaign is conducted.
Some state election laws require that the names and addresses of deputy treasurers
and additional depositories must be filed with the officer before whom the candidate
is required to qualify. Vacancies when filled must be certified. This is good procedure
and is recommended whether or not required by state laws.
It is suggested that someone connected with the candidate’s office or headquarters be
designated a deputy treasurer for the convenience of making deposits and preparing
vouchers when the treasurer is not available.
6. Most states publish a separate handbook of election laws which include those
pertaining to financing. In most states, the Secretary of State can provide the
treasurer with the necessary statutes.
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CONTRIBUTIONS

The following rules are law in some states and are recommended for use by
treasurers:
1. All campaign contributions and all expenditures must be made through the duly
appointed campaign treasurer or deputy campaign treasurers.
2. Contributions from any one contributor should be limited, directly or indirectly,
in moneys, material, supplies, or by way of loan, to a maximum amount or value.
The maximum will be influenced by the total to be raised and the office which the
candidate is seeking, etc.
3. Contributions should be received by a prescribed number of days preceding the
election, in order to avoid last minute deficit expenditures.
4. All contributions should be deposited in the designated depository within 24 hours
of receipt.
5. Deposit slips, or forms, should be prepared with sufficient copies so that one copy
can be retained by the campaign treasurer. They should show the name, residence
and mailing address of the contributor and the amount of the contribution.
It is suggested that the deposit slip be either photostated or two additional copies
made at the time of preparing the original deposit. These additional copies may be
used, if required, as a supplement to the “Campaign Treasurer’s Report to the
Secretary of State” or other official and preclude the additional time involved in
typing the required information again.

Prohibited Contributions

1. State laws vary widely with regard to the source of contributions for candidates.
Following are some of the typical prohibited contributions:
A.

Any person holding a horse or dog racing permit, any member of an unin
corporated association holding such permit, any officer or director or
supervisory employee of a corporation holding such a permit, any trustee
authorized by trust agreement to vote stock in a corporation holding such
permit.

B.

Any person holding a license for the sale of intoxicating beverages, any
member of an unincorporated association holding such license, any
officer or director or a corporation holding such license; provided, how
ever, that these prohibitions shall not apply to members of country clubs,
fraternal, social and cultural organizations.
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C.

Any person operating a public utility subject to grant or franchise or
regulation by the state, or any political subdivision thereof, any member
of any unincorporated association operating such public utility, and
officer or director of a corporation operating such public utility. (Mem
bers of nonprofit cooperative corporations which operate public utilities
shall not by reason of such membership be included within the prohibi
tions contained in this section.)

D.

Any contribution by a corporation.

2. Each state’s laws should be researched and the prohibited contributions listed and
made known to the candidate and staff. This project should be undertaken jointly
by the treasurer and campaign legal counsel.
3. In addition to contributions prohibited by law, the candidate or treasurer may feel
that it is inappropriate to receive contributions from certain sources or in excess of
certain amounts. Treasurers would be wise to discuss the establishment of these rules
with the candidate before contributions are either solicited or received.
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EXPENDITURES

The following rules are law in some states and are recommended for use by
treasurers:
1. No person, committee, political party, organization or person acting in behalf of
another should, prior to his becoming a candidate, directly or indirectly spend money
and make any expenditure for the following purposes promoting his candidacy:
A. Advertising on radio or television.
B. Advertising in newspapers, magazines or periodicals.
C. Advertising on billboards, banners or streamers.
D. Advertising in campaign literature or other printed material.
E. Renting of hall in which to address the public.
Provided that such person, committee, political party, organization or person
acting on his behalf shall be permitted to reserve but make no use of adver
tising time and space and office facilities prior to qualification.
F. Paying money or giving anything of value for the privilege of speaking at
a political meeting in the furtherance of his candidacy, nor shall anyone
speaking for such a person pay money or give anything of value for such
privilege.
2. No expenditure may be made or authorized unless there is money in the campaign
depository to the credit of the campaign fund of the candidate sufficient to pay the
amount.
3. Written authorization signed by the campaign treasurer should be required for each
expenditure. This is accomplished by requiring a certificate from the person claiming
the payment which states the purpose of the claim and that no other person is
interested directly or indirectly in the payment of the claim. The written authoriza
tion, the certificate of claimant and the order for payment may be on the same paper.
4. Rules limiting campaign expenditures in furtherance of a candidacy at any election
should be adopted before the campaign begins. In addition to prohibitions spelled
out in appropriate statutes, suggested rules might include:
A. No candidate shall pay money or give anything of value for the privilege
of speaking at a political meeting in furtherance of his candidacy, or shall
anyone speaking for a candidate pay money or give anything of value for
such privilege;
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B. The buying of votes is prohibited; many states provide that anyone who,
directly or indirectly, knowingly and intentionally pays, gives or promises
to pay or give any money or thing of value to any elector in exchange for
his vote, shall upon conviction, be guilty of a felony; provided, however,
this shall not apply to the serving of food to be consumed at a political
rally or meeting.
5. Below is a partial list of items on which monies may normally be expended during a
campaign:
A. Fee for qualifying
B. Candidate’s traveling expenses while campaigning or the legitimate traveling
expenses of speakers in his behalf or of his campaign employees or com
mittee members
C. Stenographic work
D. Clerks at his campaign headquarters for addressing, preparing and mailing
campaign literature
E. Telegrams
F. Telephones
G. Postage
H. Freight
I. Express
J. Stationery
K. Lists of electors
L. Office rent
M. Newspaper advertising
N. Television advertising
O. Radio advertising
P. Magazine or other periodical advertising
Q. Billboard, banner and streamer advertising
R. Rental of halls to address the electors
S. Rental or purchase of public address equipment and automotive equipment
necessary to transport and operate it
T. Compensation for campaign treasurer and campaign manager at his main
headquarters
U. Compensation for poll watchers
V. Hire of cars and drivers
W. Public opinion polls
X. Campaign literature and other printing
Y. Baby sitting services
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REPORTS OF EXPENDITURES AND CONTRIBUTIONS

1. In some states, at the time a person qualifies as a candidate by filing and paying the
qualifying fee, he is required to submit a sworn statement of contributions and
expenditures incurred prior to the time of qualifying and since the last preceding
general election.
2. Thereafter, the campaign treasurer must file periodic reports of campaign expendi
tures and contributions in accordance with the specific requirements of the state
for the various offices of the candidates. These specific requirements can usually
be secured from the Secretary of State’s office in the state capital.
3. Good practice also requires that the treasurer make a report to the candidate.

AUDITS

1. It is strongly recommended that the treasurer’s accounts be audited by an independent
certified public accountant.
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SOME COMMON-SENSE RULES ABOUT CAMPAIGN MONEY

These six rules are drawn from the experience of veteran political campaign
managers. As such, they do not apply exclusively to the function of the treasurer. But
because they all have to do with campaign money, the wise treasurer is spared surprises,
and some headaches, by applying them.
1. Never be afraid to recommend sending a contribution back to its donor.
Contributions from donors whose motives are questionable are few and far between.
But those who manage a campaign’s funds are managing nothing less than the entire
reputation and future career of the candidate. This is a heavy responsibility, fulfilled
best by not fearing to question a suspicious contribution.
2. I f it is within your power, never permit a commitment for an expenditure
unless the treasury actually contains uncommitted funds in a sum at least equal to the
amount o f the commitment. And, a counterpart rule:
3. Pledges o f campaign contributions must not be regarded as cash. And 4. Beware o f last-minute expenditures made without the treasurer’s knowledge
or against his advice. The following comments apply to the three foregoing rules. If a
candidate believes that success in a close election requires deficit spending, for lastminute advertising for example, he must understand that the required funds are not in
the treasury and will have to be raised after election day, win or lose. Some state laws
prohibit deficit spending but most do not. Campaign deficit collections are difficult,
even for winners. The candidate must understand this fact of political life.
5. Whenever possible, encourage the campaign manager to buy backwards.
In other words, as contributions are received early in the campaign, whatever portion
is not required for current expenses should be committed to, and even paid toward, the
expenses at the end of the campaign which are certain to be incurred. The last week’s
advertising budget should be paid for out of “early money” , then the next-to-last week’s
budget, and so on. Even if the money is not actually paid out, it should be reserved. At
a certain point in the ideal campaign, toward mid-campaign,collections and expenditures
will meet and last-minute deficit spending can be avoided. Granted that the ideal is
seldom attained in campaigns, the pattern of “buying backwards” is a useful model.
6. Study the applicable ‘'Corrupt Practices A c t” or election expenditure laws
with the campaign’s legal counsel. This is a political warning rather than a legal warning.
The vast majority of candidates and campaigners are honest. But mistakes - entirely
unintentional -- can lose a campaign. The best guardians against such mistakes are the
treasurer and legal counsel, working together.

GOOD LUCK - AND MAY YOUR CANDIDATE WIN!
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SAMPLE FORMS
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CONTRIBUTIONS______________ EXPENDITURES

BALANCE______________ EXPLANATION________________

State Printers, Inc.

2/20

John Doe

2/28

_

_

8.00

_

200.00

125.00

$ 60.00

_

_

_ _ _ _ _ _ _

457.00

465.00

115.00

440.00

$500.00

Travel expense w/e 2/25

Campaign 3 x 4 signs

_Campaign literature_

Qualifying Fee

_ _ _ _ _ _ _ _ _ _ _ _

This and the following forms are those in use in Florida. They may be easily adapted for general use in other states which do not
specify any form or require different information.

NOTES
The above information is taken directly from the Campaign Deposit Slip and Authorization of Campaign Expenditure forms. If the
expenditures are numerous you may wish to distribute them by category. This can be easily done by adding more columns to the above
form and extending the expenditure to its proper column.

*See sample forms attached

*Deposit No. 2_____________________________________________350.00

2/28
4

Sam’s Sign Shop

2/23

3

2

__________________

* Secretary of State

2/16

1

Deposit No. 1____________________________________________ $500.00

2/15

1966____________________________________________________________________________________________________________________________________________________________________

DATE ________________ PAYEE______________________ NO.

JOHN DOE CAMPAIGN FUND

CONTRIBUTIONS AND EXPENDITURES
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13
(3) ORDER FOR PAYMENT

SAMPLE FORM

SAMPLE FORM
CAMPAIGN TREASURER'S PRE-ELECTION
REPORT TO THE SECRETARY OF STATE
(OR CLERK OF CIRCUIT COURT IF YOU QUALIFIED WITH THAT OFFICIAL)
(Sub-Section 8 of Section 99.161, Florida Statutes)
(See reverse side of this form)

WEEKLY TRAVELING EXPENSE REPORT

(This report to be made in duplicate by all Candidates for Traveling
Expenses only on Friday of Each week to their Campaign Treasurers.)
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SAMPLE FORM

(All deposits to be made within 24 hours after contributions received, Sundays and holidays excepted)
CAMPAIGN DEPOSIT SLIP
(to be made out in triplicate)

Section 99.161, (5), Florida Statutes

QUESTIONNAIRE TO BE ANSWERED BY THE USER OF THE HANDBOOK

The committee on state legislation has issued this document as a working draft in
order to determine its usefulness. The committee intends to issue a more impressive
document during the next committee year that will receive wide distribution within and
without the profession.
To help us in making the final publication as useful as possible, we would appre
ciate your comments on the handbook.

1. Did you find the handbook useful?

Yes__________ No

2. Had a similar handbook been used before by the candidate for whose campaign you
served as treasurer?
Yes__________No__________

3. In what specific ways can the handbook be improved? (Please comment on all aspects
of the handbook - the forms, suggestions made, etc.)

Please detach this questionnaire and return to :

State Legislation Committee
American Institute of CPAs
666 Fifth Avenue
New York, New York 10019

Thanks for your help.
William T. Diss, Chairman
Committee on State Legislation

